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HOW TO OBTAIN A TEMPORARY/SPECIAL EVENT PERMIT 

Upon application to the Revenue Department and payment of an application fee as provided below, 
the City Manager (CM) shall be authorized to waive all or any portion of license fees for temporary 
dispensing of alcoholic beverages and to approve issuing a permit under the following conditions: 

(1) Any temporary event for which dispensing of alcoholic beverages is requested must be: 
(a) Sponsored by a private non-profit organization as classified by the Internal Revenue 

Service, and no less than 80% of the proceeds of the event benefits the sponsoring non-
profit organization, OR 

(b) A closed private event to which the general public is not admitted (even under advanced 
ticket sales arrangement) and during which alcoholic beverages shall not be dispensed to 
the general public. 

(c) All applications for a temporary/special permit must be submitted to the Revenue 
Department at least two weeks prior to the date of the event, unless waived by the CM or 
Revenue Director. 

(d) Any licensee holding an annual City Alcohol Beverage License for on premises 
consumption is strictly prohibited from serving alcoholic beverages purchased from a state 
wholesaler for sale on their licensed premises under the issuance of a special alcoholic 
beverage permit. 

(e) All applicants and permit holders must comply with all state statutes governing the sale of 
alcoholic beverages and all sections of this ordinance governing such sale. 

(f) The permit granted under this section shall be deemed to be a privilege permit. The 
application shall be processed in accordance with this Code and shall be presented to the 
City Manager or Revenue Director, who will take such action as deemed appropriate. 

(2) If such temporary event is to be held in a City park or square, the applicant must secure in 
advance a permit for use of the park or square from the Public Facilities, Events and Services 
Bureau, must meet all requirements of the Public Facilities, Events and Services Bureau, and 
must provide the Revenue Department with a copy of the park or square use permit issued by the 
Public Facilities, Events and Services Bureau. 

(3) No such event shall exceed three (3) days, including Sunday, for which the City Manager shall 
have authority to waive normal Sunday regulations if circumstances warrant such waiver. 

(4) The fee for such permit shall be $25.00 per permit and shall be paid at the time of application. 
Please submit the completed application and payment no earlier than 90 days prior to the event, 
and no later than 14 days (holidays & weekends included) prior to your event date.   
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TEMPORARY/SPECIAL EVENT PERMIT 
 
Products to be Served:  BEER             WINE   LIQUOR  

Organization, Business, or Individual Name: __________________________________________ 
 
Type of Entity:  NON-PROFIT (PLEASE INCLUDE COPY OF 501(c)(3) 

FOR-PROFIT ORGANIZATION    WEDDING   PRIVATE EVENT  

Mailing Address: _________________________________________________________________ 

Type of Event/Description: _________________________________________________________ 

Date(s) of Event: __________________________________________________________________ 

Event Start-time: ___________________AM/PM Event End-time: ___________________AM/PM 

Location of Event: ________________________________________________________________ 

Name of Person Responsible for the Event: ___________________________________________ 

Contact Number: _______________________ Alternate Number: _______________________ 

If the food for this event is to be catered by a commercial caterer, please provide the 
BUSINESS NAME, ADDRESS, and the TELEPHONE NUMBER. 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

The alcohol will be provided by: _____________________________________________________ 

The responsible person named on the permit: _________________________________________ 

Please sign and date this application acknowledging your responsibilities as the license holder to 
ensure all state and local laws governing the dispensing of alcohol, including the prohibition against 
serving to minors, are strictly enforced. 

_______________________________________________  ____________________________ 
Applicant        Date  
 
An application fee of $25.00 must be paid at the time you submit your application. Your permit will be 
held for pick-up or mailed (if requested).  
 
Reviewed by: _____________________________ Approved by: ____________________________ 

Revenue Administrator     City Marshal 

Rev. 9.2013 


	Organization Business or Individual Name: 
	Mailing Address: 
	Type of EventDescription: 
	Dates of Event: 
	Event Starttime: 
	Event Endtime: 
	Location of Event: 
	Name of Person Responsible for the Event: 
	Contact Number: 
	Alternate Number: 
	BUSINESS NAME ADDRESS and the TELEPHONE NUMBER 1: 
	BUSINESS NAME ADDRESS and the TELEPHONE NUMBER 2: 
	The alcohol will be provided by: 
	The responsible person named on the permit: 
	Beer: Off
	Wine: Off
	Liquor: Off
	Non-profit: Off
	For-profit: Off
	Private Event: Off
	Wedding: Off


